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A major portion of Federal travel costs invclves
Federal employees' travel on commercial aixliones. In fliscal year
1s7¢, tor example, the Federal Government spent at least 3470
milliicn on airline fares alcone and incirred high administrative
ccsts ftor travel as well. The methods used to make airline
reservations, obtain tickets, and pay for them vary Ly
department and agency. Sach disccunts as excursion, groug, and
off-peak air fares, which are readily available and would not
interfere with agency business, frequently are not used.
Findingss/Conclusicns: Although Federal travel regulations
require use of lowest available air fares, most emplcyees who
guality for discount fares generally dc nct obtain thea. Most
Federal agencies do not keep accounting records of disccunts
taken, analyze r'easons why discounts are not taken, ¢r regularly
mouitor travel expenditures to make sure that disccuvnt fares are
used. Greater group fare use wouid Lbe possible if the General
services Administratior (GSA) would uake and gay for, on a
reiuwpursavie basis, Federal group reservations for routine
flights. The proper use of teleticket machines, it hich
electrouaically produce airline tickets, wculd reduce the
Gevernment's cost of procuring airline tickets, prccessing
unused tickets for retunds, and auditing travel expenditures.
ihe rederal voverrment could save at least $145,000 anpually if
agencies wouid purchase rather than lease the 172 teleticket
rachines now in use, Many agencies waited mcnths before
requesting refunds for unused tickets and could not detergine
whether the amcunt of refunds received was correct.
recommendations: The heads of departments and agencies should:
review tue use of airline discount fares and infors esglcyees of
th~ potential for savings, establish adequate accounting for



savings on discounts taken and Frocedures for analyzing
explanations for not taking discounts, and evaluate audit
priorities and staff resources to determine the ueed fcr
periodic internal audits of the use ¢f disccunt fares. The
administrator of G3A should: reqularly infcrm Federal age€ncies
of discount air far-.s available, determine the feasitility of
estatlishing a systes for consolidating Federal travel
reselvations, evaluate the feasibility of froviding assistance
to agencies spcnsoring multiagency ccrferences by making group
fare reservations, amend guidelines and tulletins tc include
information on sharing teleticket machines, and direct each
Ieqional office to survey machine NS€ in its region and wcrk to
increase the ise of teleticket machines. {FES)
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Federal employees frequently have not
obtained available discount airline fares
because the General Services Administration
and other Federal agencies have inadequ: te
financial controls and oversight of agency
travel. As a result, millions of dollars have
been spent unnecessarily on commercial air
travel,

Agencies could also save on travel person-
nel and administrative costs by using tele-
ticket machines more effectively and by
purchasing rather than leasing them. Costs
would be reduced in procuring airi.re
tickets, processing unused tickets for re-
funds, and auditing travel expenditures by
the General Services Administration.
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COMPTROLLER GENERAL OF THE UNITED STATES
WASHINGTON, D.C. 20348

B-103315

To the President of the Senate and the
Speaker of the House of Representatives

This report summarizes the results of our review of
financial and adminiscrative controls useé by Federal agen~
cies to ensure that employee air-travel costs are minimized.
It shows that Federal agencies annually have spent millions
of dollears unnecescarily to provide their employees with
commercial air travel.

We reviewed controls over air-travel costs to determine
their adequacy in view of the substantial amount spent an-
nuzlly on air travel by Federal agencies. This review was
made pursuant to the Budget and Accounting Act, 1921
(31 U.S.C. 53), and the Bccounting and Auditing Act of 1950
{31 U.S.C. 67).

Because of the Government-wide application of matters
and recommendations contained in this report, we are send-
ing copies to the Administrator of General Services and to
the heads of all other Federal departments and agencies as
well.

44

Comptroller General
of the United States



COMPTROLLER GENERAL'S USE OF DISCOUNT AIRLINE FARES

REPORT TO THE CONGRESS AND TELETICKETING WOULD HELP
SAVE ON GOVERNMENT TRAVEL
EXPENSES

Federal employees traveling on Government
business frequently have not taken advantage
of available discount airline fares. As a
result, millions of dollars have been spent
unnecessarily on commerczial air travel.

Federal agencies should take advantage of
other ways to save on travel personnel and
administrative costs by using teleticket
machines more effectively and by purchas.ng
rather than leasing them. Their use can
reduce costs of procuring airline tickets,
processing unused tickets for refunds, and
auditing travel expenditures.

GOVERNMENT TRAVELERS COULD MAKE
INCREASED USE OF LISCOUNT AIRLINE FARES

Althouch Federal travel regulations require
use of lowest available air fares, most em-
ployees, who qualify for discount fares,
generally do not obtain them. At least
$470 million is spent annually for air
travel, but Federal agencies do not

--keep accounting records of discounts
taken,

--analyze reasons for discounts not taken,
or

--regularly monitor travel expenditures to
make sure that discount fares are used.

Consequently, such discounts as excursion,
group, and off-peak air fares, which are
readily available and would not interfere
with agency business, frequently are not
uvsed.

Increased use of excursion fares offers im-
mediate and substantial savings to civilian

Xaar Sheat. Upon removal, the report ; FGMSD-78-46
cover date zhould be noted hereon. 1



and Department of Defense agencies. For
example, Federal Aviation Administration
employees attending centralized training
courses in Oklahoma usually qualify for
these fares, but few employees obtain themn.
Consequently, as much as $312,000 was spent
unnecessarily on training-related travel
during 1976. In Defense, military reserve
trainees annually attend 2-week training
sessions. Many travel to training sites
via commercial airlines and could qualify
for excursion fares, but few use the fare.
For example, more than $230,000 was un-
necessarily spent because trainees orderer
to classes from one locationr did not use
excursion fares. (See p. 6.)

Use of group fares also offers immediate

and suobstantial savings to Federal depart-
ments and agencies. The Environmental Pro-
tection Agency sent 19 employees from Denver
to Salt Lake City to attend a conference in
February 1977. Although 10 passengers trav-
eled together to Salt Lake City and 7 others
traveled separately on the same day, they
did not use the available group fare. A
totai of $357 could have been saved. (See

p. 8.)

Even greater group fare use wouid be pos-
sible if the General Services Administra-
tion (GSA) would make and pay for, on a
reimbursable basis, Federal group reserva-
tions for routine flights. For example,
GAO found that a sufficient number of Fed-
eral emoloyees flew on selected flights
from Denver to eight different cities dur-
ing a l-week period to qualify for group
fares. If the group discount fares had
been obtained, the Government would have
saved $5,900. If this week is representa-
tive, the Government loses over $306,000
annually on flights from Denver, Colorado.
(See p. 9.)

Employees taking early morning or late
evening flights may qualify for off-peak
fares, but often do not request and obtain
them. Failure to use cthese fares from
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Denver to Salt Lake City resulted in losses
of about $107,000 during 1977. (See p. 11.)

RECOMMENDATIONS

The heads of despartments and agencies should

--review the use of airline discount fares
and inform employees of the potential for
savings,

--establish, in agency travel organizations,
adequate accounting for s.vings on dis-
counts taken and procedures for recording
and analyzing explanations for not taking
discounts, and

—-evaluate audit priorities and staff re-
sources to determine the need for pericudic
internal audits of the use of discount
fares.

The Administrator of General Services should

~-regularly inform Federal agencies of dis-
count air fares available between commonly
traveled locations,

--determine the feasibility of establishing
a system for consolidating Federal traveler
reservations in cities when there is sub-
stantial travel by Federal employees, and

--evaluate the feasibility of providing as-
sistance to agencies sponsoring multi-
agency conferences by making and paying
for, on a reimbursable basis, group fare
reservations for attendees.

INCREASED USE OF TELETICKET
MACHINES COULD REDUCE COSTS

Teleticket machines electronically produce
airline tickets. Their proper use can re-
duce the Government's costs of

--procuring airline tickets,

-~-processing unused tickets for refunds, and
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—--auditing travel expenditures by GSA.

The administrative costs associated with the
procurement, payment, reimbursement, and au-
dit of air carrier tickets could be reduced
by about $5 a ticket if agencies followed
established procedures for using teleticket
machines. (See p. 18.)

Many agency officials were unfamiliar with
teleticket equipment or its potential bene-
fits. Fcr example, because the Department
of Labor in Washington, D.C., did not re-
quire the use of its teleticket machines,
thousands of Government transportation re-
quests were unnecessarily processed. (See
PP. 19 and 2G.)

Many agencies also could benefit from joint
use of teleticket machines.

—--The Postal Inspection Service in Atlanta
did not know that it could share the
United States Postal Service's teleticket
machine which is in the same building.

--The Department of Labor attempted to obtain
a teleticket machine in Denver, although
the Job Corps, an agancy of Labor, already
had a machine in tne same building.

(See p. 22.)

RECOMMENDATIONS

The heads of all departments and agencies
should provide their regional cffices with
GSA and agency guidelines and procedures
to implement teleticket machine use.

The Administrator of General Services should

-—-amend GSA guidelines aiid bulletins to in-
clude information on sharing teleticket
machines,

--direct each GSA regional office to survey
machine use in its region for compliance
with GSA guidelines, and
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--direct each GSA regional office to work
with agencies to increase use of tele-
ticket machines.

NZED TO EXPEDITE REFUNDS
FOR. UNNUSED TICKETS

Many agencies GAQO visited waited months
before requesting refunds for unused tickets
and could not determine whether the amount
of refunds received was correct. (See

p- 21.)

RECOMMENDATION

The heads of all departunents and agenciec
should make sure chat ticket refund requests
are tirnely and that adequai. <<: rol over
the amount of refunds is estabiished,

PURCHASE IN LIEU OF LEASING TELETICKET
MACHINES COULD BE MORE ECONOMICAL

The Federal Government could save at least
$145,000 annually if Federal agencies would
purchase rather thun lease the 172 tele-
ticket machines ncw in use, but they are
not clearly listed as available for pur-
chas~ in the Authorized Federal sSupply
sch:dule Catalog for Communications Ter-
minals. (See p. 27.)

RECOMMENDATIONS

The Administrator c¢f General Services should

--inform agencies of the cost advantagec
of purchasing rather then leasing tele-
ticket machines and

-—include teleticket machines in the Au-
thorized Federal Supply Schedule for Com-
munication Terminals as being available
for purchase.

AGENCY COMMENTS

The Office of Management and Budget, Depart-
ments of Defense and Transportation, and GSA

\'4



generally agreed that substantial benefiis
could be derived with greater use of dis-
count air fares and more effective adminis~
trative controls over Federal employee air-
line travel. These agencies also agreed
that administrative costs associated with
airline travel can be reduced. The Depart-
ments of Defense and Transportaticn and GSA
plan to take action to reduce direct and in-
direct Feleral air travel costs. (See

pp. 15, 25, and 28.)
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CHAPTER 1

INTRODUCTION

The Congress has repeatedly expressed interest in reduc-
ing Federal travel costs and in establishing methods and
procedures to produce that result. The Federal Property and
Administrative Services Act of 1949 (40 U.S.C. 471) empha-
sized this objective by providing for an economical and ef-
ficient transportation and traffic management system. The
Congress directed the General Services Administration (GSA)
to establish policies and procedures for the system.

The reason for congressional interest in travel costs
is clear--Federal travel costs are substantial. A major
portion is spent for Federal employees' travel on commercial
airlines. In fiscal year 1976, for example, the Federal Gov-
ernment spent at least $470 million on airline fares alone
and incurred high administrative costs for travel as well.

This report analyzes and evaluates GSA and Federal
agency accounting controls and related procedures for en-
suring that least costly

-—-air fares are obtained and

--systems are used for procuring airline tickets,
processing unused tickets for refunds, and
auditing travel expenditures.

Although we did not review the travel practices of Gov-
ernment contractors ¢r Federal-grant recipients, we believe
their travel practic.., would be similar to those of Government
agencies.

FEDERAL POLICY ON TRAVEL COSTS
AND MANAGEMENT RESPONSIBILITIES

Federal policy clearly states that agencies should keep
all travel costs to a minimum. This is evident in the Office
of Management and Budget (OMB) guidance to agencies on the
control and management of travel. OMB Bulletin 76-9, Decem-
ber 4, 1975, states that:

"It is Administration policy that agencies
should authorize that amount of travel
necessary to accomplish the purposes of
the Government effectively--but not one
bit more--and at minimum cost."



Travel regulations issued by GSA ard the Department of
Defense (DOD) are designed to carry out this policy. The reg-
ulations require all employees traveling on official business
to consider cost in selecting the method of travel. They also
state that if discount fares are available, such fares should
be used when they will not interfere with agency business.

Discounts offered by airlines include excursion, group,
and off-peak fares. These fares, offered by most major air-
lines, are from 15 to 35 percent lower than coach-class fares.
Since our review, several airlines have announced even greater
discounts--as much as 50 percent off coach fares. To obtain
these discounts the traveler generally must make reservations
and pay for tickets earlier than for coach-class fares.

To carry out its broad responsibilities as traffic
manager for all Federal agencies, except DOD, GSA should

--make onsite surveys of transportation activities in
Federal agencies and evaluate agency operations and
compliance with Federal regulations,

--recommend changes in agency policies, standards,
practices, and procedures to improve the efficiency
ard economy of agency transportation operations,

--hold seminars and training courses to improve and
broaden traffic management knowledge and experience
of agency personnel,

-~contract for transportation-related services, such
as teleticket machines, and

--prescribe and promulgate regulations to govern travel
and transportation expenses.

Although GSA has these responsibilities, it has taken the role
of travel advisor rather than manager. 1In the past, it has
made onsite surveys when invited or requested by an agency,
not on its own initiative.

The Military Traffic Management Command was established
to manage LoD transportation. Unlike GSA, this command ac-
tively encourages military travelers to use available lower
air fares and consolidates personnel and cargo to obtain
discounts.



HOW _THE GOVERNMENT MAKES AIRLINE
RESERVATIONS AND PAYS ITS BILLS

The methods used to make airline reservations, obtain
tickets, and pay for them vary by agency location. At loca-
tions ‘.ot having access to teleticket machines, either the
traveler or the agency travel office contacts an airline,
reserves a seat, and selects a ticket office location from
which the ticket will be obtained.

Employees may obtain airline tickets with either Govern-
ment Transportation Requests (GTRs) or with their own funds.
When employees do not have access to an agency travel sec-
tion, they may have to purchase with cash tickets costing
less than $100., If they buy tickets with their own funds,
employees are reimbursed on the basis of their travel voucher.
Generally, however, employees obtain airline tickets with
GTRs. Although GTRs can be used to obtain tickets for a
number of different trips and travelers, they are normally
used for one trip and one passenger.

Over a period, airlines accumulate GTRs by agency and
prepare bills for each agency. 1In many cases, the bill covers
only 1 or 2 GTRs and consequently only 1 or 2 tickets. This
creates a sizable bill-paying workload. When the agency re-
ceives the bill, it matches its copies of GTRs to those at-
tached to the bill, to ensure their appropriateness, and
certifies that the bill is correct. Civilian agencies send
these certified bills to the Department of the Treasury for
payment, and DOD pays the bills for the rfervices. Both ci-
vilian agencies ard DOD, with the exception of the Department
of the Navy, sen. copies of GTRs to GSA for audit of the fare
computations; the Navy audits its own. Unused or partially
used tickets are sent to agency accounting offices for proc-
essing.

The method is different with teleticket machines. These
machines are essentially teletypewriters which connect agen-
cies with airline ticket offices. When a Federal traveler
needs a ticket, either the traveler or the agency travel sec-
tion contacts the airline. Travel requirements are provided
to the airline, and the airline transmits a ticket to the
agency via the teleticket machine. 1Instead of issuing one
GTR per ticket or trip, a single GTR is prepared for all
tickets for the agency during the puyment period, such as 2
weeks or 1 month. The agency lists all tickets issued during
the payment period as support, along with the G1TR, for Treas-
ury's payment with one check.



In March 1977 Federal agencies were leasing 172 tele-
ticket machines and several more were on order. Of those
in use, 84 were in the Wachington, D.C., area. Twelve were
in use in Atlanta, and the Chicago and New York areas had
6 machines each.

A RELATED REPORT

We briefly discussed teleticketing as a method of reduc-
ing the administrative costs of airline travel in an August
1977 report to OMB and GSA. 1/ We made several recommenda-
tions on centralizing administrative functions but made no
specific recommendations on the use of teleticket machines
or discount fares.

1/"Standardized Federal Regions--Little Effect on Acency
Management of Personnel," FPCD-77-39, Aug. 17, 1977.



CHAPTER 2

NISCOUNT AIRLINE FARES--INCREASED USE

COULD SAVE THE GOVERNMENT MILLIONS OF DCLLARS

Because of inadequate financial management controls and
procedures in Federal agencies and the inadequacy of GSA's
oversight of travel activities, Federal employees frequently
do not obtain available discounrts. Agencies have not (1)
kept reccrds of discounts taken, (2) analyzed reasons for
discounts not taken, nor (3) regqularly monitored travel ex-
penditures to ensure that lowest available fares are used.

The Government could save millions of dollars annually
if agency employees obtained the lowest available air fares,
as GSA and DOD travel regulations require. However, for
several reasons, Federal employees have not always obtained
the lowest available fares.

~-Employees did not know special fares existed.

--Employees did not make airline reservations suffi-
ciently in advance to qualify for reduced fares.

-=-No agency was responsiole for making group reser-
vations for Federal employees attending multi-
agency conferences or for employees of varicus
agencies who routinely had common departures and
destinations.

We believe Federal departments and agencies have not
adequately analyzed the costs, the administrative work ’‘n-
volved, and the auditing needed to identify opportunities
for reducing travel costs. Neither has GSA issued ade 'u:te
information on discount air fares to agencies nor assisted
them in grouping reservations to obtain lower fares. The
array of special fares available to travelers makes the se-
lection or the lowest available fare difficult. However,
knowledge and use of the special fares usually results in
substantial savings over regular fares,

FEDERAL REQUIREMI NTS

Both GSA's Federal Travel Regulations and DOD's Joinvu
Travel Regulations require using special or reduced air-
carrier fares when using such fares will not interfere with
the work. These regulations, as well as most individual
agency regulations, stress that travelers should take the
least costly air transportation practicable.



In an August 1977 memorandum (see app. I) to the heads
of departments and agencies, we suggested that the use of
discount fares be emphasized. This memorandum was issued
because of the potential for immediate savings. A number of
agency officials told us that they had distributed this mes-
sage to their employees but that they had not compiled sta-
tistics on the extent of their savings. We intend to follow
up on our suggestions to ascertain the actions taken and the
amount of savings attained.

For this review, we compared the fares used by Federal
travelers to the readily available discount fares. We con-
sidered only those reduced fares that would not interfere
with agency effectiveness 2nd would not limit customary pas-
senger services. Included were excursion, group, and off-
peak fares. Since our review, several airlines have an-
roiunced even greater discounts--as much as 50 percent off
coach fares.

NEED TO INCREASE USE OF
DISCOUNT EXCURSION FARES

Increased use of excursion fares would save millions of
dollars. Although most Federal agencies did not have suffi-
cient information to determine the ex.u:t of possible savings,
11 agencies did. (See app. IV for the atencies contacted.)

At these locations, over $550,000 could have been saved dur-
ing the year with excursion fares, which reduce air-travel
costs as much as 20 percent below coach fares. Although ecch
airline establishes its own criteria for discounts on excur-
sion fares, many are available when

--reservations are confirmed and tickets purchased at
least 14 days before departure,

--a maximum of two stopovers (including the destination)
are scheduled, and

--the travel is scheduled for at least 7 but not more
than 30 days.

We believe that much of the travel associated with
training courses, seminars, and conferences would qualify for
excursion fares because travel dates are usually known at
least 14 days in advance and planned travel would meet the
7- to 30-day ciiteria.

The Federal Aviation Administration is a good illustra-
tion of how an agency could use excursion fares. It has cen-
tralized training facilities in Lawton and Oklahoma City,



Oklahoma. Many of the courses offered are of sufficient
length to enable the attendees to qualify for and obtain ex-
cursiocn fares. Also, the training schedules are prepared
weeks in advance, and attendees generally are notified of
their training dates early enough to obtain excursion fares.
An analysis of the 1976 training program showed that, if the
employees who qualified had traveled to their courses on ex-
cursion fares, costs might have been reduced by $312,000.

Some agency travel officials said they were not aware
of requirements that excursion or other reduced fares be
used; others informed us that their employees generally re-
quested airline reservations too late to obtain redaced
fares. Federal Aviation Administiation officials said
they planned, in the future, to tell their employees to use
the lowest fares and to make air reservations in time to
obtain discounts.

DOD incurred similar losses. Each year thousands of
reservists receive active-duty training for 2 weeks. Al-
though reservists frequently have sufficient notice of their
training schedule to qualify for excursion fares, few use
them. For example, one military reserve location in St.
Louis ordered 30,000 reservists to report for training during
1976 but did not specifically tell reservists to use excur-
sion fares. In a sample of 300 travel vouchers related to
this training, we identified 37 reservists who could have
obtained excursion fares but did not. The excursion fares
averaged $43 less than the coach fares. Based on the total
number of reservists who flew to training sites during 1976,
we estimated that over $230,000 in discounts may have been
lost. Similar instances were identified at other military
locations.

After we met with DOD officials to discuss tais matter,
they immediately told the major military commands of the need
to have reservists use excursion and other lower fares. (See
app. II.)

Many other official business trips also offer potential
for excursion-fare use. In an analysis of employee travel
practices in nine agencies in Denver, Colorado, we deter-
mined that at least 5 percent of the travelers qualified for
excursion fares but did not use them. (See app. III.) If
the travelers had used excursicn fares, about 1 percent of
their total expenditures for airline travel in 1976 could
have been saved.

Several agency officials said that excursion fares were
not used because they precluded some travelers by requiring
that reservations be confirmed at least 14 days in advance.



It is important to note, however, tkat no penalty is imposed
if it becomes necessary to cancel or change the travel period,
If the period is changed, a new ticket is acquired, and the
cost reverts to the coach fare.

Federal agencies need to keep adequate accounting records
of discounts taken and tell their travelers of the need to
use excursion fares unless other lower discounts can be used.
Federal agencies also need to monitor employee travel to en-
sure that lowest fares are obtained.

NEED TO INCREASE USE OF
GROUP DISCOUNTS

Increased use of group f 25 would also produce substan-
tial travel savings annually. %nr example, if this type of
fare had been used at the loca..ons visited, $400,000 could
have been saved. Group fares do not reduce passenger Serv-
ices but generally are much lower than both coach and excur-
sion fares. Travel rules and fares can be obtained directly
from the airlines or from published tariffs. Group fares
were not obtained because

—=nO one agency was responsible for consolidating
the reservations of all Federal employees
flying to the same destination and

--individuals who made the reservations in each
agency were unaware of the availability of
group fares.

Group travel rules

Group travel rules and fares vary by city of departure,
airline, destination, and size of group. For example, most
airline group requirements from Denver, Colorado, to other
cities are relatively easy to meet. Between Denver and
Bismarck, North Dakota, it is required that

--there be 10 or more passengers in the group,
~--reservations be made 2 weeks before departure,

--tickets L= purchased 46 ..ours before departure,
and

--the group depart together although the passengers
may return individually.



Qualified passengers couid ottain a $32 reduction (20
percent) in the round-trip coach fare by using the group
discount. Frequently, enough Federal employees are traveling
between Bismarck and Denver to qualify fcr group discounts.
From other cities, such as Washington, D.C., airlines nay
require as many as 40 people to qualify for a group fare.

A method is needed for consolidating
civilian reservations

Unlike DOD agencies, civilian agencies do not have a
systematic method for consolidating the travel of large num-
bers of Federal passengers from various agencies. As a re-
sult, Federal travelers who attend multiagency conferences
or make regular business visits to the same location often
do not use less expensive group fares.

There are many multiagency conferences attended by
hundreds of Federal employees who might qualify for group
discounts. For example, more than $6,500 was lost because
Federal employees attending a multiagency conference in
Phoenix, Arizona, in January 1977, did not use group fares,
even though a sufficient number of Federal passengers from
three different cities qualified.

Substantial savings are also possible if Federal trav-
elers would use group fares between major cities. We ana-
lyzed the extent of Federal travel on 4 airlines during a
l-week period from Denver to 8 other cities. Of the 212
flights we analyzed, 19 had sufficient Federal passengers
to qualify for group fares. 1If the group discount fares
had been obtained, the Government would have saved $5,900.
If this week was representative, Federal agencies located
in Denver spent about $306,000 more during a 12-month period
than was necessary for employee travel because they did not
uce group discount fares.

We made similar observations in the Dallas-Ft. Worth
area. On 44 flights to 5 cities with a substantial number
of Federal travelers, 8 flights had sufficient Federal trav-
elers to qualify for group Fares, If these travelers could
have consolidated their reservations, Federal agencies would
have saved $1,580 in air fares during the week. If this
week was representative, Dallas area agencies spent about
$54,000 more in 1976 than was necessary for employee travel.

If the civilian agencies had a central point, such as
GSA, to contact in each city with many Federal offices to
obtain group reservations for their employees on airlines
flving to heavily traveled cities, we believe the Federal
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Government could reduce travel costs substantially. Because
of the need for making one payment for a group reservation,
GSA could pay for the airline tickets and could be reimbursed
by the agencies involved.

Because of the high concentration of Federal employees
in the Washington, D.C., area, the system necessary for GSA
to handle group fare reservations and payments in this area
would be on a much larger scale than a system in a regional
city such as Denver, Colorado. For this reason, we believe
that GSA should consider testing the implementation of such
a system in a regional city before implementation in Washing-
ton, D.C. We further believe that GSA should encourage Fed-
eral departments with several agencies in Washington to
establish their own systems for consolidating employee reser-
vaticns, allowing for greater use of group fares until GSA
determines the feasibility of implementing a system to handle
group fare reservations and payments.

Agencies snould use group fares

Many management and travel section employees of both
civilian and Defense agencies eith-: were not aware of group
fares or were not aware of the requirement to use them. ~on-
sequently, several agencies were not using the lowest avail-
able fares although they had a sufficient number of employees
traveling to the same destination at the same time.

For example, in February 1977, 19 employees from the
Environmental Protection Agency attended a conference in
Salt Lake City, Utah. Ten employees used the same flight
to Salt Lake City, and 7 other employees took other flights
the same day. If these 7 employees had travelled with the
other 10 and all had used the group fare, the Environmental
Protection Agency could have saved $357. The conference
coordinator told us that she made no effort to obtain a group
fare because she didn't know of it. Agency officials agreed
that they should use such fares, and they issued instructions
on using group fares to agency employees.

Similarly, 16 Air Force employees flew together from
Salt Lake City to Winnipeg, Canada, but did not use a group
fare which amounted to a 20-percent discount. As a result,
about $850 ($53 a person) was spent unnecessarily. DOD regu-
lations require that the Military Traffic Management Command
be notified when groups of 10 or more are traveling more than
450 miles. According to officials, this trip should have
been referred to them so they could make the group reserva-
tion and possibly other reservation consolidations. After
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we brought this case to their attention, tne Military Traf-
fic Managenment Commani reminded the Department of Dei.nse
(DOD) to follow estanlished regulations. (See app. II.)

Federal agencies need to be more aware of group fares
and to use them whenever possible. They should make appro-
priate inquiries of the airlines to identify group fares
and potential savings available.

NEED TO INCREASE USE OF
DISCOUNT OFF-PEAK FARES

Increased use of off-peak fares would also reduce Fecderal
travel expenditures. Many airlines offer off-peak fares for
early morning and late evening flights between many cities.
Although the fares have few restrictions, most agency travel
offices and employees were not aware of the fares and did
not encourage their use. We estimated that failure to use
off-peak fares from Denver to Salt Lake City cost the Federal
Government about $107,000 during 1977.

There are several cff-peak flights from Denve ' to 3alc
Lake City. Some are available during prime morning flight
hours. Use of this fare does not reduce passenger services
(including meals) but does reduce the normal one-way fare from
$56 to $28.

For two sample flights from Denver to Salt Lake City,
we found that Federal passengers who might have utsed off-peak
fares did not. One sample showd that 35 percent of the pas-
sengers who traveled on off-peak flights paid the full fare.
The other sample showed that over $2,000 ($26 per person at
the time of the review) could have been saved during a l-week
period if the off-peak fare had been used.

If this same amount exists for the entire year, Federal
agencies might save more than $100,000 just on trips from Den-
ver to Salt Lake City. We believe that a similar situation
may exist on Salt Lake City to Denver flights. As the traf-
fic manager for civilian agencies, GSA needs to provide
greater assistance to the agencies. Agencies have nout ob-
tained the lowest fares because employees are unaware of dis-
counts offered--especially group fares and such specials as
off-peak fares.

In our review we saw little effort by GSA or other de-

partments and agencies to take advantage of group fares. GSA
chould assist Federal agencies in Washington and other major

11



